Portsmouth, Virginia Police Department 
General Orders Manual 


Parking Tickets OPR 31 
Effective: 03.12.12 4 pages 
Supersedes: | 12.01.04 CALEA: 61.1.13 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: The Portsmouth Police Department will maintain written procedures for writing and 
issuing parking tickets and a system to assist citizens with complaints regarding parking tickets. 


GUIDELINES: Authorized members of the department will enforce the City of Portsmouth’s parking 
regulations. These members include all sworn officers, security officers, and other authorized personnel 
as allowed by City Code and approved by the Chief of Police. (Note: For the purposes of this General 
Order, these authorized members are referred to as "officers"). Officers will be issued a parking ticket 
book and will be held accountable for each ticket in that book. The Police Records Unit (PRU) is the 
primary location for handling parking tickets. 


The Portsmouth Parking Authority employs civilians who are authorized by city code to issue parking 
tickets. The Parking Authority purchases ticket books independently. However, the Parking Authority 
adheres to the administration and voidance procedures set forth in this policy regarding issued tickets. 
PROCEDURES: 


I. Administrative Procedures 


A. Authorized members shall maintain a current parking ticket book and keep it accessible while 
on-duty. 


B. PRU will strictly control and account for parking ticket books. Each individually numbered 
ticket must be accounted for in the ticket track system. 


C. All ticket books issued shall be recorded in a logbook that is maintained in PRU. The log will 
contain the starting and ending ticket numbers, date and time of issuance, the receiving officer's 
signature and employee number, and the issuing clerk’s initials. 


D. All returned ticket books shall be logged back into the same book and may be reissued once they 
are logged out to another officer. 


II. Issuance of Parking Tickets 
A. Officers shall use discretion when evaluating whether or not to issue a parking ticket. Officers 
should take into account the type of offense and other mitigating circumstances that caused the 


parking violation. A verbal warning, similar to that used in moving traffic violations may be an 
appropriate alternative. 
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. Officers shall completely fill out the parking ticket form with the violation type clearly indicated 


by checking the appropriate preprinted violation or by filling in the specific code that pertains to 
the violation. An explanation will be entered to further describe the violation. 


. Parking tickets should be completed in block letter style, with the VIN and license plate numbers 


clearly legible. Illegible tickets will be returned to the reporting officer’s supervisor by PRU for 
clarification prior to entry into the computerized parking ticket system. 


. A separate ticket shall be issued for each distinct violation. 
. The time shall be entered using the 24-hour format. 


. The location of the violation shall be indicated by either block number and/or cross street or 


meter number when applicable. 


. Officers shall place the violator's copy under the windshield wiper arm on the driver's side of the 


vehicle, when practical. Otherwise, the ticket shall be placed in a conspicuous location so that 
the driver can see it. The ticket should be handed to the driver if he/she returns while the ticket 
is being written. 


. Officers shall place the police copy of the ticket in the parking ticket box located outside of PRU 


no later than the conclusion of their workday. 


When it becomes necessary to impound a vehicle in violation, officers shall attach the violator's 
copy to the Impound Report. "IMPOUNDED" shall be written legibly on the ticket. 


. Handling of Complaints 


A. Ifa citizen wishes to make a complaint regarding the issued parking ticket, and does so while the 


officer is present, the following procedures will be followed. 
1. The officer will not argue with the citizen making the complaint. 
2. The officer shall immediately notify his/her supervisor of the complaint. 


3. The supervisor will determine whether the complaint deals with the action or inaction of the 
officer, or is an issue that should be addressed by the court (such as a dispute over the 
interpretation of the parking code). 


4. When the complaint involves the officer's action or inaction, the supervisor will handle the 
complaint as appropriate. 


a. Ifthe supervisor determines that the officer was correct in issuing the ticket, then he/she 
shall advise the citizen that he/she may pay the ticket, or contest the ticket in court if 
he/she wishes. The supervisor will refer the citizen to PRU during business hours to have 
the issue placed on the court docket for review. Citizens have 15 days to note their 
appeal. 
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5. 


b. If the supervisor determines that the officer made an error in issuing the ticket, then the 
supervisor may submit a request to void parking ticket form to PRU, attached to the ticket 
to be voided, and note the reason for the void. 


When the complaint alleges a faulty parking meter, the supervisor shall refer the citizen to 
the PRU during normal business hours. PRU will initiate an investigation into the allegation. 
(Note: Only PRU will coordinate with the City Parking Authority regarding investigations of 
allegations of a defective meter). PRU personnel will complete the meter problem/repair log 
for all allegations filed regarding a potentially faulty meter. 


B. If a citizen makes a complaint regarding an issued parking violation to PRU personnel or other 
police personnel after the fact, the following procedures will apply: 


1. 


If the dispute is reported to an officer in the field, the officer will refer the citizen to the 
Police Records Unit during business hours. 


If/when the dispute is reported to PRU, and it is determined that the officer was correct in 
issuing the ticket, then the citizen shall be advised that he/she may pay the ticket, or may 
have the issue placed on the court docket for review within 15 days. Appeals noted after 15 
days are presented to the Traffic Court Clerk’s office. 


If PRU personnel determine that the officer made an error in issuing the ticket, then the ticket 
may be voided. A request to void parking ticket form shall be attached to the voided ticket 
with the reason for the void written noted. Any supporting evidence should also be attached. 
The PRU supervisor shall notify the issuing officer’s supervisor in writing of the nature of 
the voided ticket for review and follow-up with the issuing officer. 


IV. Voiding Parking Tickets 


A. The PRU Commander will designate one primary and one secondary employee to handle all 
parking ticket entries and voids from the computer system. If a request from a Police Officer or 
supervisor is received to void a parking ticket, the designated clerk will be responsible for: 


1. 


2. 


Assessing the request; 
Determining if a void meets one of the ten void codes listed on the form; 
Having the requestor fill out a Parking Ticket Void Request; 


Obtaining approval from the PRU Commander or Support Commander if the PRU 
Commander is on extended leave; 


Creating an entry in the Voided Parking Ticket Log; 
Obtaining Unit Commander's signature in the log; 


Voiding the parking ticket from the computer system; 
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8. File hard copy in the Void Parking Ticket file for three years, in accordance with the Library 
of Virginia's records retention and disposal schedule; 


9. Forward requests for void valid ticket to the Chief of Police for review. 


B. The Voided Parking Ticket Log will include the following information for every voided ticket 
entry. 


1. Date; 

2. Parking ticket number; 

3. Vehicle license tag info and VIN; 

4. Name of person making the void request; 

5. Reason for the void; 

6. Clerk's initials; 

7. Unit Commander (or other appropriate supervisor's) signature; 
8. Chief of Police’s signature for void valid ticket. 

C. The Unit Commander will check the logbook weekly. A list of voided tickets from the computer 
system will be compared with log entries to ensure full accountability for each voided parking 
ticket. Any discrepancies found will be fully investigated and handled in accordance with 
Departmental Procedures and the City of Portsmouth Standards of Conduct. 

D. The Unit Commander will submit a copy of the past months voided parking ticket tracking/log 
book along with a list of voided parking tickets from the computerized system to the Division 
Commander on a monthly basis. The Division Commander will perform a monthly audit of all 


voided parking tickets. 


E. The Voided Parking Ticket Log will be maintained in PRU and will be accessible for random 
inspection. 


Approved: 
Edward G. , Chief of Police 
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